
Career Fair Checklist 

📅 Before the Fair 

☐ Note the date, location, and time of the event 

☐ Register for the fair (if required) 

☐ Review the list of participating companies 

☐ Select 3–5 target employers 

☐ Research those companies (What do they do? Why are they interesting to you?) 

☐ Prepare a few questions (e.g., internships, student jobs, language requirements) 

☐ Update your CV/resumé (in English or German, depending on the companies) 

☐ Practice your 30-second self-introduction (Elevator Pitch) 

☐ Prepare your application documents (digital and/or printed copies) 

☐ Update your LinkedIn or XING profile 

☐ Choose appropriate clothing (clean, tidy, business casual) 

 

🎒 What to Bring 

☐ Several printed copies of your CV/resumé 

☐ Notebook and pen for taking notes 

☐ Smartphone (for scanning QR codes, visiting company websites, or taking notes) 

☐ Water and a light snack 

☐ A folder or bag for brochures and flyers 

☐ (Optional) Business cards 

 

🗣 During the Fair 

☐ Greet confidently: Smile, eye contact, friendly tone 

☐ Use your Elevator Pitch to introduce yourself 

☐ Ask questions and show interest 



☐ Take notes on each conversation 

☐ Collect brochures or business cards 

☐ After each conversation, note: 

 – Who did I speak with? 

 – What did we talk about? 

 – Any follow-up steps? 

 

 

📝 After the Fair 

☐ Go through your notes from the fair 

☐ Connect with contacts on LinkedIn 

☐ Send a short thank-you or follow-up email to promising contacts 

☐ Adjust your application documents based on what you learned 

☐ Apply to open positions you discussed 

☐ Reflect on what went well and what you can improve next time 

 


